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I. OVERVIEW
Associates who travel, entertain, or otherwise incur expenses on Company business may be issued a travel and entertainment credit card (T&E card).  Expense reports must present the facts fully and clearly, and all expenditures must be properly supported by receipts unless the expense is for an amount less than $25.  Approval by the department head (defined as a Corporate Director [or above], Regional Vice President, General Manager, Market Director, Regional CFO, Market Controller, or other market executive if they have been given approval authority) is required on all expense reports before submission for reimbursement.  All reviews must be performed by the applicable department head; a peer or self review is not acceptable.  
· T&E cards will affect the cardholder’s personal credit if charges are not approved and remain unpaid for 120 days.

· T&E cards must be used for business purposes only, personal use may result in disciplinary actions up to and including termination.
· T&E cards may not be used by anyone other than the individual whose name is on the card.

· Any out-of-pocket expense reports submitted for reimbursement in excess of 60 days from the period in which the expenses were incurred may not be eligible for reimbursement.  All out-of-pocket expenses must be submitted through the AMEX system for reimbursement regardless of whether the employee is in possession of a company T&E card or not.
· No employee should have a Group 1 branded credit card that is not formally issued to the cardholder by the company.

A.  CARDHOLDER ELIGIBILITY 

Criteria to receive a T&E Card are as follows:

· Applicant must be a full or part time permanent employee of Group 1 or one of its subsidiaries.  Contract or temporary employees are not eligible for program participation. 

· Applicant’s request for a card must be approved by his/her department head with spending limits clearly presented to both the cardholder and your Program Administer (see contact list below) for entry into the AMEX system. 

· Employee must attend a training session before receiving their card.

· Each individual cardholder must sign both a Cardholder Agreement and this T&E Policy document in the presence of your Program Administrator or the employee’s direct supervisor. 

Program Administrator Quick Reference Guide

	Region
	Name
	Phone #
	Email

	Northeast
	Pauline Riley
	978-739-8686
	pauliner@iramotorgroup.com

	Southeast
	Amanda Allen
	678-547-9096
	aallen@group1auto.com

	Central
	Stephanie Peace
	281-243-1915
	speace@group1auto.com

	West
	Vicki Taylor
	818-787-8400
	vtaylor@millerautomotive.com

	Corporate
	Anne Lewicki
	713-647-5744
	alewicki@group1auto.com


B.  CARDHOLDER RESPONSIBILITIES                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 

The Cardholder must use the Card for legitimate business purposes only.  Misuse of the card will subject Cardholder to disciplinary action in accordance with Group 1 Automotive Policies relating to disciplinary action and termination for cause. 
The Cardholder must:
· Ensure the T&E Card is used for legitimate business purposes only.  Legitimate business expenses are expenses routinely associated with the employee’s defined job that are wholly intended for business purposes.

· Maintain the card in a secure location at all times.

· Not allow any other individual to use their card. 

· Retain and reconcile all receipts greater than $25 to the cardholder’s statement and submit to the reviewer in a timely manner (by the 25th of each month).
· Provide a detailed explanation of the business purpose and attendees of all meal and entertainment expenses.

· Provide a detailed explanation of the business purpose of all travel related expenses.
· Attempt to resolve disputes or billing errors directly with the vendor first, then AMEX, and notify your Program Administrator. Ensure that an appropriate credit for the disputed item or billing error appears on a subsequent statement.
· Not accept cash in lieu of a credit to the card account.
· Not receive a cash advance on the credit card.
· Immediately report a lost or stolen card to the applicable financial institution.

· Return the card to your Program Administer upon terminating employment with Group 1 or transferring departments within the dealership.

· Notify the Group 1 Purchasing Department to contact the vendor regarding acceptance if a vendor does not accept the card.

Clear business descriptions for all charges must be given when submitting expenses.  For example, giving the description of “Lunch” is not acceptable.  A clear business purpose must be provided such as “Lunch with vendor to discuss contract rates” or “Dinner while traveling in Las Vegas for N.A.D.A. conference”.

When providing the names of associates, customers, or vendors who were present at meals or other entertainment that is expensed by the Company, these names must be itemized unless there were 10 or more people present; at which time a general description of the audience and the total number of people present would then be required.  For example, descriptions such as “Service Department – 20 employees” or “ADP vendor – 10 people” would be sufficient.

If there have been any charges to the card that do not fit within the purchase guidelines spelled out in the Authorized Transactions section below, then you must provide the specific reason(s) why the card had to be utilized in that circumstance.  
C.  CARDHOLDER LIABILITY

The T&E card is a corporate charge card that will affect the cardholder’s personal credit if charges go unpaid after 120 days.  The cardholder will be responsible for all late fees that are incurred as a result of untimely submission of expense reports.  It is the cardholder’s responsibility to ensure that the card is used within the stated guidelines of this document.  Failure to comply with program guidelines may result in permanent revocation of the card, notification of the situation to management, and further disciplinary measures that may include termination and recovery of any unapproved or illegitimate expenses charged on the card.

D.  LOST, MISPLACED, OR STOLEN CARDS

Cardholders are required to immediately report any lost or stolen card to the financial institution (e.g. AMEX).  The cardholder must also immediately notify their Program Administrator about the lost or stolen card within 24 hours of identifying the card as lost or stolen.
E.  ERRONEOUS DECLINES

Should a vendor erroneously decline the card, the cardholder should immediately contact their Program Administrator for assistance.  If the purchase is being made outside of normal business hours, the employee must find an alternate payment method or terminate the purchase and contact their Program Administrator during normal business hours.

F.  CREDITS

Vendors will issue all credits to the individual card account for any item they have agreed to accept for return. This credit will appear on a subsequent statement. Under no circumstances should a cardholder accept cash in lieu of a credit to the card account.

G.  UNRESOLVED DISPUTES AND BILLING ERRORS 

The cardholder is responsible for contacting the vendor to resolve any disputed charges or billing errors. If the matter is not resolved with the vendor, the cardholder should 

· Contact the Card Issuer directly for assistance.

· Contact your Program Administrator for assistance if an acceptable resolution is not obtained.

II. PROVISIONS

A. AUTHORIZED TRANSACTIONS

The following is a list that represents the approved categories for T&E card spend.  If you have any questions, contact your Program Administrator for clarification.

· Rental Cars / Taxis (see B. below)

· Airline Tickets (see B. below)

· Tolls and Parking (see C. below)

· Fuel (see D. below)

· Hotels (see F. below)

· Travel Meals (see G. below)

· Business Meals and Entertainment (see H. below) 

· Professional Dues or Subscriptions (N.A.D.A., Automotive News, etc.)

· Seminars and Conferences (AICPA, N.A.D.A, etc.)
B. TRANSPORTATION

1. All travel must be approved in advance by a department head.  Receipts must be attached for all transportation expenses (travel itineraries in lieu of a receipt are not acceptable for reimbursement).

2. Automobiles should be rented only when public transportation and taxis are impractical, more expensive, or not available, and only when traveling out of town.  

3. When an associate rents a vehicle for business purposes, the vehicle should fall into the intermediate class category (the next size class may be rented when three or more people are traveling together) and the optional insurance should be declined as you are covered under Group 1’s liability insurance (this includes contract and temporary employees).  Rental cars must be filled with gasoline prior to returning the vehicle to the rental agency to avoid higher gasoline charges.

4. Parking tickets and other traffic fines (e.g., speeding) are not reimburseable by Group 1 Automotive.

5. Airfare for commuting from satellite areas to major airports is not allowed unless the use of a commuter flight results in a net reduction of parking and/or other transportation costs.
6. Travelers should consider the use of alternate airports when the fare differential represents significant savings.

7. Associates are only allowed to purchase “coach” class accommodations.  Only senior vice presidents (SVP) and regional vice presidents (RVP) or above are allowed to fly first class.  An associate traveling with an SVP or RVP (or above) may upgrade to first class when accompanying them on business travel if approved in advance.

8. Non-refundable tickets must be purchased by all employees below the SVP or RVP level whenever possible and practical.

9. Travelers are requested to make reservations as far in advance as possible to take advantage of airline discounts.     

10. A higher-grade ticket may not be converted into two lower-class tickets to permit another person to accompany the traveler on a business trip.

11. Travelers are not entitled to personal payments or rebates if they travel at a fare class lower than they are otherwise entitled.  
12. Refer to the Group 1 travel web site at http://www.group1travel.com/ for airlines and car rental agencies in which Group 1 has been able to negotiate a discounted corporate rate.  If an associate utilizes a vendor that is a competitor of a vendor specified by Group 1 either on the travel web site or in this policy they must provide a valid explanation when submitting their expense report.
C. TOLLS & PARKING

1. Tolls and parking fees incurred when traveling outside of your normal commute in the performance of Company duties are reimbursable.  Tolls incurred during your normal commute to and from work are not considered business expenses and are not reimbursable.

2. If an associate plans to be out of town for several days, he/she should compare the cost of airport parking with other means of transportation to and from the airport.  Use of off-site airport parking should be used for trips longer than four days.

D. MILEAGE

If you do not receive a vehicle allowance or demonstrator vehicle and are required to use your personal automobile for business travel beyond your normal commute, you will be reimbursed for mileage at the current rate allowed by the IRS.  

Associates that receive a vehicle allowance will be reimbursed for mileage when traveling beyond their normal commute as long as the round trip does not exceed the associate’s normal round trip commute by 30 miles.  If the round trip exceeds the normal round trip commute by 30 miles, then a mileage allowance will not be given and the employee should use the T&E card to purchase the amount of fuel consumed for the trip.
Associates that receive the use of a demonstrator vehicle will not be reimbursed for mileage under any circumstances and should use the T&E card to purchase the amount of fuel consumed for the trip.
E. TRAVEL AND ENTERTAINMENT INVOLVING SPOUSE

1. Travel and/or entertainment expenses including an associate’s spouse must be justified as to a business purpose and be approved in advance by a department head.  

2. All travel and/or entertainment expenses incurred by an associate’s spouse on an approved trip must be separated on the expense report and noted as spousal expenses (these expenses are not tax deductible).

F. LODGING

1. Moderate class hotels (e.g., Courtyard Marriott, Hilton Garden Inn, Fairfield Inn, etc.) provide the best value and their usage is required (below the VP level) unless there is no moderate class hotel in the city or unless the particular location of the hotel is not cost beneficial, i.e., savings are realized on the hotel but more is spent on transportation.  Under these circumstances business class hotels are acceptable (e.g., full-service Marriott, Hilton, Hyatt, etc.).    

2. A single non-concierge level room should be reserved.  Suites are acceptable only when the suite accommodation is the standard-type room of the hotel.

3. Expenditures for lodging in an associate’s home town or surrounding area are not reimbursable.
4. If meals and/or entertainment are included on a hotel bill, it is imperative that these costs are itemized to ensure that the correct tax treatment is applied for each type of expense.  Charges attributed to in-room movies are not reimbursable. Mini-bar services are only reimburseable if used in lieu of the meal allowance.  

5. Hotel laundry is reimbursable in cases of extended travel (over 2 continuous weeks out of town).
6. If an associate lodges with a friend or family member while traveling instead of utilizing a hotel, the associate may spend up to $50 per day (outside of their normal daily meal allowance) entertaining this person (i.e., dinner, movie, etc.).
7. Refer to the Group 1 travel web site at http://www.group1travel.com/ for hotels in which Group 1 has been able to negotiate a discounted corporate rate.

G. TRAVEL MEALS AND INCIDENTALS

1. Meal expenses should average $10 for breakfast, $10-15 for lunch, and $30-40 for dinner per day.  
2. All meals will be reimbursed at the actual cost in accordance with the above guidelines.  Actual merchant and/or credit card receipts (not tear off portion of guest check) must be included as support for expense reimbursement.  Per Diem or daily meal allowances are not allowed by Group 1, only actual charges will be reimbursed.
3. Associates may pay for each other’s meals while on out of town travel; however, when completing the expense report, this expense should be defined as a travel meal and not a business or entertainment expense, and the names of the associates should be listed on the expense report.  The above noted meal guidelines should be employed for travel expenses that are reported.  The highest ranking company associate must incur and submit the expense for reporting purposes.
4. Incidental expenses are also reimbursable and include such items as baggage and valet parking tips.  

H. BUSINESS MEALS AND ENTERTAINMENT

1. Expenses incurred for business meals and entertainment must be explained in detail and include the names of the people entertained, their titles and companies, the place of entertainment, and the business purpose of the entertainment.  The highest ranking company associate attending the function must incur and submit the expense for reporting purposes.  Receipts must be attached for all entertainment expenses.
2. Associates should use discretion when entertaining clients or business associates.  They must be able to justify and document the necessity of the entertainment and its benefits to the Company.

3. Associates may not entertain one another or themselves without a clear business purpose.  The department head/associate that is planning the meal or entertainment should employ sound judgment to determine if a business and not a social purpose is served by the expense.  The business purpose should always be stated on the expense report, or where practical, an agenda should be attached.  Managers/supervisors should avoid the tendency to plan a meeting around a lunch or dinner unless the meal or entertainment serves to enhance the Company’s business interests.

4. Business meals and entertainment will not be eligible for reimbursement through petty cash.
5. Department heads may elect to host an associate motivational, merit, or seasonal activity for his/her department/company.  This type of activity must be approved in advance by a department head.

I. TELEPHONE CALLS
Associates should refrain from making telephone calls that will be charged directly to their hotel room and are subject to additional mark-up.  Where possible, mobile phones, telephone credit cards, or “800” numbers must be employed.

J. LOSS OF PERSONAL PROPERTY

The value of an associate’s personal possessions lost, stolen, or damaged while on Company business or Company property is not reimbursable by the Company.
K. CUSTOMER GIVEAWAYS

The T&E card may not be used to purchase customer giveaways.  For your convenience, giveaways can be purchased through our Best Buy representative using our corporate discount.  The rep’s contact information can be found on the Group 1 Purchasing web site (see below). The applicable dealership or corporate department will be intercompany billed for these purchases.  

http://www.group1home.com/Purchasing/purchasing.htm
L. EMPLOYEE GIFTS / SPIFFS

The T&E card may not be used to purchase employee gifts/spiffs.  For your convenience, gifts/spiffs can be purchased through our Best Buy representative using our corporate discount.  The rep’s contact information can be found on the Group 1 Purchasing web site (see below). The dealership or corporate department will be intercompany billed for these purchases.  

http://www.group1home.com/Purchasing/purchasing.htm
All employee gifts valued at $100 or more must be reported to payroll for inclusion in the employee’s taxable wages in accordance with the IRS tax code.  

Documentation showing the amount/value of every spiff awarded must be signed by the applicable employee and submitted to payroll.

Regarding the Group 1 corporate office, all employee gifts must be pre-approved by the VP-Human Resources.
M. MISREPRESENTATION

Any attempt to defraud the Company through dishonest activity or intentional misrepresentation of facts on an expense report may be viewed as a violation of the Company’s policy on fraud and dishonesty and will subject the associate to disciplinary action up to and including termination and possible criminal prosecution.
I have read the terms and conditions of the Company’s Travel & Entertainment Policies & Procedures documented herein and agree to comply with these policies and procedures.

_______________________________

Printed Name of Cardholder

_______________________________

Signature of Cardholder

_______________________________

Date

REVIEWER/APPROVER RESPONSIBILITY

The individual responsible for reviewing and approving expense reports must ensure that all expenses were incurred in the normal course of business and all cardholder provisions defined in this document have been followed.  All expenses greater than $25 must be supported by a receipt and submitted as described in section B. above.  The approver may be personally charged late fees if expense reports are not reviewed in a timely manner.  They must be aware of the status of their staff that hold cards and must immediately notify the Program Administrator upon a change in the cardholder’s status (transfer, termination, etc.).  
The approver may be held to the same disciplinary actions as the cardholder for non-business related expenditures charged by the cardholder.
Any personal charges left unpaid on T&E cards after 180 days will be charged to the applicable dealership, regional management company, or corporate department.  It is the approver’s responsibility for ensuring these charges are communicated to the cardholder and the Program Administrator and that all efforts are made to collect repayment. 

_______________________________

Printed Name of Approver

_______________________________

Signature of Approver

_______________________________

Date

PROGRAM ADMINISTRATOR RESPONSIBILITIES 

The Program Administrator is responsible for the overall card program in his/her designated geographic area. Specific responsibilities include:


· Serving as the Group 1 or Market liaison with Card Issuer.

· Reviewing department head approved card applications for completeness of required information.   

· Entering the completed application information into the financial institution’s system and receiving cards from the Card Issuer.

· Immediately securing revoked cards and entering termination/cancellation information into the financial institution’s system and physically destroying terminated cards.

· Reviewing card data for appropriateness using reports and random cardholder audits.

· Following up with the Card Issuer to ensure all lost/stolen cards are de-activated.

· Forwarding vendor set-up requests to the Card Issuer’s merchant services department.

· Training each cardholder before issuing the card.  If using AMEX, refer to Appendix A on the Group 1 Treasury home page for the training presentation.

· Acquiring each cardholder’s spending limits from their department head and populating the AMEX system with these limits, ensuring that the limit provided is reasonable for their job responsibilities.
· Obtaining cardholder signature on both this T&E card policy and the cardholder agreement and retaining both documents.
· Handling disputed charges/discrepancies not resolved by the cardholder.
· If applicable, refer to Appendix B on the Group 1 Treasury home page for the AMEX Program Administrator Calendar and comply with instructions.
CARDHOLDER TERMINATION

The Program Administrator is required to close an account if a cardholder: (a) moves to a new position in which a card is not required; (b) terminates employment or (c) for any of the following reasons which will also subject the cardholder to disciplinary action in accordance with Group 1’s policies relating to disciplinary actions and possible termination for cause:

· The card is knowingly used for personal or unauthorized purposes.

· The card is used to purchase any substance, material, or service which violates policy, law, or regulation pertaining to Group 1.

· The cardholder allows the card to be used by another individual.

· The cardholder splits a purchase to circumvent the limitations of the card.

· The cardholder uses another cardholder’s card to circumvent the purchase limit assigned to either cardholder or the limitations of the card.

· The cardholder fails to provide the required receipts.

· The cardholder fails to provide, when requested, information about any specific purchase. 

· The cardholder does not adhere to all T&E policies and procedures.

· The cardholder fails to complete a reconciliation by the monthly due date.

_______________________________

Printed Name of Program Administrator

_______________________________

Signature of Program Administrator

_______________________________

Date
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